
Quick Reference Guide to Provider Billing 

Provider billing is submitted after care is complete, but no sooner than Friday at 5:00 p.m. 

following the bi-weekly billing schedule. For billing to be processed that week it must be 

submitted by noon on Wednesday. For billing to be paid it must be submitted within 60 days of 

the established deadline.  Once it is submitted free of errors the Department will pay the 

childcare provider with in twenty-one days of receipt.  The below information is a quick 

reference guide to billing.  For complete information refer to your Provider Agreement and Child 

Care Subsidy Rules.  

 

Column Explanation  

Parent Fee Current Y/N - Parent portion paid to the provider by the parent? 

Regular Hours – Total physical hours the child attended for the week between 6:00a.m.- 

6:00p.m. Monday-Friday. 

Excused Hours – Absences that you know about and must be noted on the form.  Reasonable 

Cause means Department-Approved reasons for a Child’s absence from a Child Care Provider’s 

program which may include, without limitation: Federal/State holidays; Parental vacation days; 

inclement weather defined by a snow day when local schools are closed; illness of the Child or 

other immediate Family member; appointments; transportation issues that affect the Parent’s 

ability to transport the Child to care; Family visitations: Family emergencies, including, but not 

limited to, surgery, medical treatments, or accidents; or catastrophic events affecting the Family, 

including but not limited to fires, storms, or accidents 

   

Through the ARPA CCSP began billing for enrollment VS attendance.  Regular Hours will be the 

actual hours the child is in attendance and Excused Hours will be the hours added to bring the 

child up to the maximum authorization allowed as approved on the award letter. 

 

Example: Jane Doe is a school age child and has been awarded a subsidy up to full time hours 

(30 hours). Jane typically attends childcare full time in the summer and part time during the 

school year, Monday 7-8 am, Tuesday 8 am-5 pm, Wed 7-8 am, Thursday 8 am-5 pm, Friday 7-8 

am for a total of 21 hours per week. The billing form during the school year would read 21 

Regular Hours and 9 Excused Hours to add up to 30 full time hours  

 

Excused Days - skip 

Un-excused Hours - Unacceptable Absence means a lack of attendance by a Child at the Child 

Care Service for more than two (2) calendar days per month without Reasonable Cause or 

previous approval from the Department.  

 

Provider Vacation To maintain continuity of Child Care Services, in a twelve (12) month 

period (January to January), the Department will pay the Child Care Provider for: state holidays 



and up to fifty (50) hours of Child Care Provider vacation time as required by federal law (45 

C.F.R. §98.45) 

 

Provider Training To maintain continuity of Child Care Services, in a twelve (12) month period 

(January to January) the Department will pay the Child Care Provider for: up to forty (40) 

training hours.  

 

Unexcused Days – skip 

Off Hours – Care between the hours of 6:00 p.m. and 6:00 a.m. and on weekends. An additional 

payment of 35% of the providers base rate for the hours used will be paid) 

Total Hours- total hours of care for the week – Add up  

Unacceptable Absence means a lack of attendance by a Child at the Child Care Service for 

more than two (2) calendar days per month without Reasonable Cause or previous approval from 

the Department 

 

 

 

 


